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Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

11/11/2004 Beth Dockins Recreated. 

12/16/2004 Angie Caudill Updates to script 
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Purpose 

Use this procedure to reconcile taxes and pay back the agency for a manual check. 

The agency creates a manual check because the current payroll was “exited” and the 
employee will not wait to be paid the missing pay on the next pay period.  

Trigger 

Perform this procedure when a manual check is necessary to pay an employee because the 
employee was not paid correctly during the pay period. 

The employee’s check does not include all of the pay they are entitled to (i.e. overtime, shift, 
call back, etc.). 

Prerequisites 

Payroll was processed. 

Menu Path 

• Human Resources � Payroll � Americas � USA � Info System � Payroll results � 
Display payroll results 

• Human Resources � Payroll � Americas � USA � Payroll � Simulation 

• Human Resources � Personnel Management � Administration � HR Master Data � 
Maintain 

Transaction Code 

S_AHR_61018754, PC00_M10_CALC_SIMU, PA30 

Helpful Hints 

The Payroll Analyst is responsible for all of the following steps: 

• Print out the employee’s payroll log for the pay period that is missing the manual check 
pay. This needs to be done before the missing pay is entered into HRMS. (There won’t be 
a log if the whole check was missed).  You need to know the net amount ( /559) 

• Run a payroll simulation for the next pay period to record the net.  Again this must be done 
before entering the missing pay into HRMS. 

• Enter the missed pay for the old pay period in HRMS. 

• Run a payroll simulation for the next pay period.  This should cause the old pay period to 
be retrocalculated and the missed pay will be forwarded to the next pay period. 

• The simulation will have the new net for the next pay period.  Take the original net in step 2 
and subtract it from the new net in step 4.  The difference between the nets is the amount 
paid to the employee on the manual check. 

• Take that net difference and add this amount as a wage type deduction 3100 Agency 
Reimbursement to infotype 0015 Additional Payments. 

• When the next pay period processes, the employee should be paid his normal net but the 
retro pay will go through the payroll process and the taxes will be adjusted for the extra 
pay. 
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Procedure 

1. You have started the task using the transaction code or menu path (S_AHR_61018754). 

Display payroll results 

 

 

2. As required, complete/review the following fields: 

Field Name R/O/C Description 

Personnel number R This is a unique identifying number assigned by HRMS for 
identification purposes.  This number will follow the employee 
throughout his/her employment with the State of Washington.  
This will replace the use of identifying employees by social 
security number. 

Example: 20000119 
 

3. Click  . 
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Display payroll results 

 

 

4. Double-click  . 
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Display payroll results 

 

 

5. There are two results tables to choose from.  Select Collapsed Display. 

 . 

6. Double-click .  
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Tables / field strings of payroll result 

 

 

7. Find the /559 technical wage type. This was the employee’s net pay for the pay period. 

 

8. Click  to exit the transaction. 

9. You started the next task using the transaction code or menu path (PC00_M10_CALC_SIMU). 
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Payroll Driver (USA) 

 

 You now need to find out the employee’s net pay on the next pay period. This must be 
done before the missed pay is entered into HRMS. 

10. As required, complete/review the following fields: 

Field Name R/O/C Description 

Payroll Area R This is a grouping of similar employees for whom payroll is 
run at the same time and in the same way. 

Example: 11 

Current Period C It is the most recent pay period that has not been paid yet and 
will be paid during the next payroll run. 

Other Period C This is a selection option that allows the user to run a report, 
execute a transaction, or run a program for a specific pay 
period. 
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Field Name R/O/C Description 

Personnel Number R/O This is a unique identifying number assigned by HRMS for 
identification purposes.  This number will follow the employee 
throughout his/her employment with the State of Washington.  
This will replace the use of identifying employees by social 
security number. 

Example: 20000119 

Payroll Area R This is a grouping of similar employees for whom payroll is 
run at the same time and in the same way. 

Example: 11 

Schema R This is a program that stores rules for calculating payroll. 

Example: ZP00 
 

11. Select .  
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Payroll Driver (USA) 

 

12. Click  to run the payroll simulation. 
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Display Log Tree 

 

 

13. Drill down to view the wage type: Successful personnel numbers � Employee Name � Date 
� USPS Payroll � Final Processing USA as shown below. 
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Display Log Tree 

 

 

14. Click  . 

15. Click  . 
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Display Log Tree 

 

 

16. Click  . 
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Display Log Tree 

 

 

17. Click  . 
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Display Log Tree 

 

 

18. Scroll down until you can find the net pay (/559). 

19. Take note of the net pay for period 5/2004. 

 

20. Click   to exit the transaction. 

 In this example, the employee was paid for pay period 4/2004. (02/01/2004 through 
02/15/2004). The person worked overtime during this time but it wasn’t entered in time 
for the 4/2004 payroll run, so the missed overtime pay must be entered as an overtime 
retrocalculation in CATS. The time was entered using CATS and it was moved to 
infotype 2010. In this example, we will only show the resulting infotype 2010 records. If 
you would like to see how to enter overtime, see the CATS user procedures. 

21. You started the task using the transaction code or menu path. (PA30) 
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Maintain HR Master Data 

 

 

22. As required, complete/review the following fields: 

Field Name R/O/C Description 

Personnel no. R This is a unique identifying number assigned by HRMS for 
identification purposes.  This number will follow the employee 
throughout his/her employment with the State of Washington.  
This will replace the use of identifying employees by social 
security number. 

Example: 20000119 
 

23. Click  . 

24. Click  . 
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Maintain HR Master Data 

 

 

25. As required, complete/review the following fields: 

Field Name R/O/C Description 

Infotype R This is a screen that is used to enter employee information 
and to group related data fields together.  It provides audit 
trails and data for reports and history. 

Example: 2010 

Most don’t use direct selection 

Period R This is the pay period for which the report, transaction, or 
program is being run. 

Example: 02/01/2004 to 02/15/2004 
 

26. Click  . 

27. Click  to see the overtime records. 
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List Employee Remuneration Info 

 

 

28. Click  . 
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Maintain HR Master Data 

 

 

29. Click  . 

30. Run simulation again for the same pay period that was run before in the past task.  The new 
net pay should now include the retrocalculated overtime amount that was entered in the 
employee’s infotype 2010 (See “Run Payroll Simulation and View Log” user procedure for 
assistance)  

 Notice how it shows “2” periods were calculated. This is because it recalculated period 
4/2004 because of the overtime hours that were entered. Because period 4/2004 was 
exited, HRMS will forward the missed money to the next pay period. This is shown on 
technical wage type /X02 Out Flow in the 4/2004 payroll log and the /Z02 In Flow in the 
5/2004 payroll log.  Wage types /X02 and /Z02 will not be produced when the 
employee is in withdrawn status. But retro pay will be calculated and forwarded to the 
next pay period until it is paid. (See example below) 

31. Click . 



 

 

Title: Manual Check Process 

Processes :  

Sub-Processes :  

HRMS Training Documents 

 

State of Washington HRMS 

File name: 
MANUAL_CHECK_PROCESS.DOC 
Reference Number: 202 

Version: Training Team Draft Script 
Last Modified: 10/11/2005 8:03:00 AM 

SAP Parent
Page 20 / 40

 

Display Log Tree 

 

 

32. Click  . 

33. Click  . 
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Display Log Tree 

 

 

34. Click  . 
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Display Log Tree 

 

 

35. Click  . 
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Display Log Tree 

 

 

36. Double Click  . 
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Detail View of Log 

 

 

37. The 4/2004 net will be the same but you will now see the retrocalc difference. 

 

38. Scroll down and you will see the overtime. 

 . 
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39. Also look for the /X02 Outflow wage type. 

 

40. Click  to back out to the log. 
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Display Log Tree 

 

 

41. Click  . 

42. Click  . 
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Display Log Tree 

 

 

43. Click  . 
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Display Log Tree 

 

 

44. Double-click .  
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Detail View of Log 

 

 

45. Locate the net for 5/2004. 

 

 

46. Scroll down and find the /Z02 Inflow. 

 . 

47. Click   to exit the transaction . 

 You now have the old net & new net for the next pay period (5/2004).  Subtract the old 
net from the new.  The difference ($396.06) should be the amount of the manual 
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check. It is also the amount you need to deduct from the 5/2004 pay period using wage 
type 3100.  The employee’s net will be back to $1230.98 and the taxes will be 
calculated on the overtime pay. 

48. You started the next task using the transaction code or menu path (PA30). 
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Maintain HR Master Data 

 

 

49. Click  . 
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Maintain HR Master Data 

 

 

50. Click  . 
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Maintain HR Master Data 

 

 

51. Click  . 
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Create Additional Payments 

 

 

52. As required, complete/review the following fields: 

Field Name R/O/C Description 

Wage type R This is an object in Payroll and Personnel Administration 
which stores amounts or time units that are used to calculate 
pay and deductions, store results, and determine statistics.  It 
separates amounts and time units for various business 
processes.  It enables the system to process amounts and 
time units in different ways during the payroll run. 

Example: 3100 

Amount R It is the total dollar value of a wage type. 

Example: $396.06 
 

53. Click  . 

54. Click  . 
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55. Run another payroll simulation (See “Run Payroll Simulation and View Log” user procedure for 
assistance) for 5/2004 pay period and view the log to check the net. As you can see, the net is 
now back to $1230.98 in the example below. 

Detail View of Log 

 

 

56. Click  to exit the simulation transaction. 

57. Once pay period 5/2004 has run, check out the employee’s payroll results (See “View Payroll 
History for Employee” user procedure for assistance) 

58. As you can see in the example below, the 4/2004 pay period was recalculated. This is shown 
by the “P” and “A” in the left hand column. “P” stands for Previous and “A” is for Current. Plus 
there is also a result for the 5/2004 pay period. 

  . 

59. Double-click .  
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Display payroll results 

 

 

60. Double-click .  
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Tables / field strings of payroll result 

 

61. Find the /Z02 Inflow, the /552 Difference, and the /559 Payment wage types.  

 . 

 . 

62. Also find the 3100 Agency Reimbursement wage type. 

 

63. Here are the new totals for the Tax wage types. There might be other deductions affected by 
the difference. It would depend on the type of pay. 

  . 
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64. Click  to return to the results screen. 

Display payroll results 

 

 

65. Double-click on the new  result.  
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Display payroll results 

 

 

66. Double-click .  
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Tables / field strings of payroll result 

 

 

67. Click  to exit the transaction. 

68. You have completed this transaction. 

Result 

You have successfully reconciled a manual check. 

Comments 

None. 


